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• Requirements
• Use E-Permits Account

• Log in to E-Permits Account
• Find Permit Record
• Locate Permit Details
• Schedule Inspection

• Search Without E-Permits Account
• Find Permit Record
• Locate Permit Details
• Schedule Inspection

• Attachment: Inspection Guidelines

Topics
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Log in to E-Permits Account

1. Log into your account using your 
username or email address 

3. Click “Sign In”
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If you have not already created an E-Permits 
Account refer to “How To” guide “E-Permits 
Account Creation” for instructions.

2. Enter your password if not auto 
filled
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Find Permit Record

1. Click on “Permits and Inspections”

2. If the permit you are looking for is in the list of 
records, click on the blue record number. 

3. If the permit you are looking for is not in the list 
of records, scroll down to the General Search 
Section. 
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Using General Search

2. Click “Search”

3. If you are not getting the right records or there 
are too many records, you can redo the General 
Search and add more information or click 
“Search Additional Criteria” for more fields to 
narrow it down.

1. The record number is the best way to 
find a permit, but you can use the 
record type, address, or trade license 
information to help identify the specific 
permit
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3. Click “Inspections”

Record Details

1. Once you get a list of records that includes 
the permit you are looking for, click on the blue 
record number.

If you clicked on the blue record number from 
the permits and inspection screen or used the 
search function, you will see the screen below 
with the record number, type of permit, current 
status and expiration date.

2. For more details, click the dropdown arrow 
next to “Record Info”
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Locate Record to Schedule Inspection

1. Click “Schedule or Request and Inspection”

2. Select the type of inspection needed. 
There may be more than one page so if you 
do not see what you are looking for, click 
“Next”.

3. Click “Continue”
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Schedule Inspection

1. Select one of the available dates. Those 
are the ones that are bold. The selected 
date will turn yellow.

2. Click “All Day”

Inspections are scheduled by day. You 
cannot request specific inspectors or 
specific times.
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Inspection Location and Contact Details

1. Review Inspection Request 
information. If the address is incorrect 
return to the Permits and Inspections 
page and search for the correct permit.

2. If the contact information needs to 
be changed, click the blue” Change 
Contact.

3. Update the contact 
information.

4. Click “Submit”.

5. Click “Continue”.
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Inspection Confirmation

1. Review the information provided. 

3. Click “Finish”.

Inspection is scheduled

2. Click “Include Additional Notes” 
if you want to add comments.
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